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English 3005, Technical Communication 
Section 001, Spring 2005 
Instructor: 
Office: 
Mailbox: 
Phone: 
Email: 
Office hours: 
Objectives 
Class website: http://www.uxl.eiu.edu/~cfarv/3005 .html 
Dr. Angela Vietto 
3345 Coleman Hall 
3155 Coleman Hall 
581-6293 
cfarv@eiu.edu 
MWF 9-9:50; T 11-1; and by appt 
Graduate Student Intern: 
Hours in Writing Center: 
Ms. Lavada Simpson 
TBA 
This advanced course in communication is designed to build on skills and abilities you should have learned in earlier 
communication classes (objectives 1-7); in addition, the course should introduce you to some principles and techniques 
that are specific to technical communication (objectives 8-13). 
1. Communicate in audience-centered ways 
2. Conduct effective and responsible research to develop and support your ideas 
3. Document research sources correctly and integrate information from research into documents effectively 
4. Know and use the principles of persuasion 
5. Organize information to make it easy for readers to follow 
6. Use correct, standard English 
7. Write concisely and clearly 
8. Address the different needs of specialist and nonspecialist audiences 
9. Know and use the techniques that make instructions easy to follow 
10. Write concise openings and closings that meet the goals of technical communication 
11. Know and use basic principles of good document design 
12. Incorporate visual elements to enhance documents 
13. Follow conventions for professional communication 
Text: Anderson, Technical Communication (4th ed.) 
Additional Required Materials: 
EIU email account (userid and password) 
Memory stick (thumb drive) OR reliable ability to email documents to yourself 
Disability Information 
If you have a documented disability and wish to receive academic accommodation, please contact the Office of Disability 
Services (581-6583) as soon as possible. 
The English Department's Statement on Plagiarism 
"Any teacher who discovers an act of plagiarism-'The appropriation or imitation of the language, ideas, and/ or thoughts 
of another author, and representation of them as one's original work' (Random House Dictionary of the English 
Language )-has the right and the responsibility to impose upon the guilty student an appropriate penalty, up to and 
including immediate assignments, of a grade of F for the assigned essay and a grade of F for the course, and to report the 
incident to the Judicial Affairs Office." 
Electronic Writing Portfolio 
This is a writing-intensive course, so you may submit a paper from this course for the EWP (except for seniors, who are 
required to make a submission from their senior seminars). A link to the EWP submission form can be found on the class 
web site. The deadline to obtain my signature on an EWP submission form is the date of our final examination. 
Grading 
Communication Exercises 
Quizzes ( 4 @ 25 pts each) 
Collaborative project 1 
Collaborative project 2 
Final exam 
Communication Exercises 
500 points 
100 points 
100 points 
100 points 
200 points 
1. Opening Professional Lines of Communication 
2. Experiential Resume 
3. Unsolicited Recommendation 
4. Research for a Real Purpose 
5. Organization, Openings, and Closings 
6. Technical Report 
7. Extended Definition for a Nonspecialist Audience 
8. Starter Individual Web Site 
9. Legislative Impact Project 
10. Dummy Instructions 
11. Specialized Instructions 
12. Web Site Critique 
13. Functional Resume 
14. Document Redesign 
15. Rewrite of Recall Letter 
Final grading scale: 
900-1000 A 
800-899 B 
700-799 c 
600-699 D 
599 and below F 
15 points 
20 points 
20 points 
20 points 
15 points 
50 points 
50 points 
15 points 
80 points 
20 points 
75 points 
20 points 
25 points 
25 points 
50 points 
NOTE WELL: YOU WILL NEED TO KEEP GRADED PROJECTS AS THEY ARE RETURNED TO 
YOU. YOU SHOULD ALSO KEEP ELECTRONIC FILES OF ALL PROJECTS UNTIL AFTER THE 
FINAL EXAM. 
Revisions 
I encourage you to tum in your very best possible work the first time you tum in an exercise. However, if you wish to, 
you may revise exercises after they've been graded. Revisions MUST be turned in along with the original, graded project. 
Grades on revisions will replace the grade on the original project. Revisions will be accepted until Monday, April 25. 
Deadlines 
Deadlines matter. In the real world, it's often possible to get extensions (though not always), but people who ask for 
extensions on a regular basis develop a reputation for being unreliable. In this class, then, you may request three 
extensions, provided that you make your request by the day before the deadline. The first three extensions will be granted 
automatically, regardless of the reason for your request. After three automatic extensions, however, most requests for 
extensions will be turned down (although requests will be reviewed on a case-by-case basis). (Note: No extensions will 
be granted for collaborative projects.) 
Schedule (Subject to Change) 
Week One (classroom--3130) 
Jan. IO-Introductions 
Jan. I2-Due: Exercise 1. Read before class: Anderson, chapter 2 (pp. 25-49). Lecture/discussion: Audience-
centered communication. Example: resumes. 
Jan. I4--Due: Exercise 2. Read before class: Anderson, chapter 5 (pp. 98-120). Lecture/discussion: Principles 
of persuasion. 
Week Two (lab-3120) 
Jan. I7-M.L. King, Jr., Birthday Observed-No class 
Jan. I9-Due: Exercise 3. Read before class: Anderson, chapter 6 (pp. 127-134). Lecture/discussion: Research. 
Activity: identify research needs for Ex. 4; begin research. 
Jan. 2I-Read before class: Anderson, Appendix B (pp. 589-602). Lecture/discussion: Formal and informal 
citation. Activity: Continue research and/or work on Ex. 4. 
Week Three (classroom-3130) 
Jan. 24-Due: Exercise 4. Review: Audience-centered communication; persuasion; research; formal and informal 
citation methods. 
Jan. 26-Quiz 1. Read before class: Anderson, chapters 7 (pp. 165-191), 8 (pp. 220-237), and 9 (pp. 238-245). 
Lecture/discussion: Organization; openings and closings in technical communication. 
Jan. 28-Due: Exercise 5. Read before class: Anderson, chapter 10 (pp. 247-267). Lecture/discussion: 
Concision. 
Week Four (lab--3120) 
Jan. 3 I-Lecture/discussion: Specialist vs. nonspecialist audiences. Activity: research for Exercises 6 & 7. 
Feb. 2-Begin individual websites (Exercise 8). NOTE: YOU MUST KNOW YOUR EIU USERNAME AND 
PASSWORD IN ORDER TO POST A WEB PAGE IN YOUR EID WEB SPACE. 
Feb. 4--Due: Exercise 6. Continue working on individual web sites. 
Week Five (classroom--3130) 
Feb. 7-Review: Organization, openings and closings, concision. Quiz 2. Begin collaborative project I. 
Feb. 9-Read before class: Anderson, chapters 11and12 (pp. 273-298 and 331-350). Lecture/discussion: Page 
design and graphics. Continue group projects. 
Feb. I I-Review: Page design and graphics. Quiz 3. 
Week Six (lab-3I20) 
Feb. I4--In class time to work on design/layout Exercise 7 and Exercise 8. 
Feb. 16-Due: Exercises 7 and 8. In-class time to work on collaborative project 1. 
Feb. 18-Lincoln's Birthday Observed-No class 
Week Seven (classroom-3130) 
Feb. 2I-Review: Specialist vs. nonspecialist audiences. Introduce Exercise 9. Begin Exercise 7 presentations. 
Feb. 23-Finish Exercise 7 presentations. 
Feb. 25-Due: Exercise 9. Read before class: Anderson, chapter 20 (pp. 533-549). Lecture/discussion: 
Instructions. 
Week Eight (lab--3120) 
Feb. 28-Due: Exercise 10. Review: Instructions. Quiz 4. 
Mar. 2-In-class time to work on collaborative project 1 or Exercise 11. 
Mar. 4-Due: Collaborative Project 1. In-class time to work on Exercise 11. 
Week Nine (classroom-3130) 
Mar. 7-Due: Exercise 11. Read before class: Anderson, chapter 15 (pp. 398-407). Review: Document design. 
Lecture/discussion: Web site design. 
Mar. 9-Review: Concision, clarity, organization. Discussion: Applications to web sites. 
Mar. 11-Due: Exercise 12. In-class time to work on collaborative project #2. 
Spring Break-March 14-18 
Week Ten (lab-3120) 
Mar. 21-Lecture/discussion: Functional resumes. In-class time to work on Exercise 13 and Collaborative Project 
#2. 
Mar. 23-In-class time to work on Exercise 13 and Collaborative Project 
Mar. 25-Due: Exercise 13. In-class time to work on Exercise 14/Collaborative Project #2 
Week Eleven (classroom--3130) 
Mar. 28-No class (conferences this week). 
Mar. 30-Group meetings. Review: Concision. 
Apr. 1-No class (conferences this week). 
Week Twelve (lab--3120) 
Apr. 4-In-class time to work on Exercise 14/Collaborative Project #2. 
Apr. 6-Due: Exercise 14. In-class time to work on Exercise 15/Collaborative Project #2. 
Apr. 8-In-class time to work on Exercise 15/Collaborative Project #2. 
Week Thirteen ( classroom--3130) 
Apr. 11-No class (conferences this week). 
Apr. 13-Due: Exercise 15. Group meetings. 
Apr. 15-No class (conferences this week). 
Week Fourteen (lab--3120) 
Apr. 18-In-class time to work on Collaborative Project #2 and/or revisions of Ex. 1-15. 
Apr. 20-In-class time to work on Collaborative Project #2 and/or revisions of Ex. 1-15. 
Apr. 22-Due: Collaborative Project #2. 
Week Fifteen (classroom--3130) 
Apr. 25-Last day to turn in revisions. Review for final exam. 
Apr. 27-Review for final exam. 
Apr. 29-Review for final exam. 
Final Exam: Wednesday, May 4, 2005, 8 a.m.-10 a.m. 
